A Follow-Up Study of the MDTA/CETA Clerk-Stenographer Graduates of Rowan County Area Vocational Education Center, 1971-1976 by Barker, Joyce Ann
A FOLLOW-UP STUDY OF THE MDTA/CETA 
CLERK-STENOGRAPHER GRADUATES OF 
ROWAN COUNTY AREA VOCATIONAL 
EDUCATION CENTER, 1971-1976 
A Thesis 
Presented to 
the Faculty of the Graduate School 
Morehead State University 
In Partial Fulfillment 
of the Requirements for the Degree 
Master of Business Education 
by 
Joyce Ann Barker 
May, 1977 
Director of Thesis: 
A FOLLOW-UP STUDY OF THE MDTA/CETA 
CLERK-STENOGRAPHER GRADUATES OF 
ROWAN COUNTY AREA VOCATIONAL 
EDUCATION CENT~R, 1971-1976 
Joyce A. Barker, M.B.E. 
1::;;·;;:;;~ 
APP-mffTHE3ES 
lo 5/. 31f3 
BJ55f 
The problem of this study was to determine the current employ-
ment status of 1971-1976 MDTA/CETA clerk-stenographer graduates of Rowan 
County Area Vocational Education Center and to determine whether the 
clerk-stenographer program at Rowan County A.V.E.C. is relevant to the 
positions the graduates are now filling. 
The survey method using the questionnaire technique was employed 
to gather necessary data. A questionnaire and cover letter were sent to 
120 graduates of the program, and two weeks later a second letter and 
questionnaire were sent to those who had not responded. A third letter 
and questionnaire were sent two weeks after the second mailing. 
Questions were tabulated as a percentage of those responding. 
Pertinent findings of this study were as follows: 
1. Fifty-two, or 70.27 percent, of the responding graduates are 
currently employed. 
2. Eight, or 36.36 percent, of the unemployed graduates reported 
that the reason for their unemployment was that there were no jobs in 
~ their respective geographic areas. 
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3. The typewriting requirements for their jobs are the same as 
the school's requirements for 44.23 percent of the graduates. 
4. Thirty-two, or 61.54 percent,·of the graduates have a job 
which does not require shorthand. 
5. Ten, or 19.23 percent, had the help of an EKCEP job devel-
opment team in obtaining their current positions. 
6. The clerk-stenographer curriculum should be expanded. 
Based on the findings of the study, the following recommen-
dations were made: 
1. More effective job placement procedures should be developed 
by the EKCEP job development team. 
2. Less emphasis should be placed on shorthand. 
3. More emphasis should be p 1 aced· on typewriting, business 
communications, and secretarial procedures. 
4. These additional courses should be considered for the 
program: (1) cooperative experience, (2) accounting, (3) simulated 
office, (4) machine shorthand, (5) data processing, (6') introduction to 
business, and (7) business law. 
Accepted by, M,/~ Chai~o 
L. 
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Chapter 1 
THE PROBLEM 
Introduction 
When President Kennedy signed the Manpower Development and 
Training Act of 1962, its purpose was stated: 11 •.. to appraise the· 
manpower requirements and resources of the Nation, and to develop and 
apply the information and methor;ls, needed to deal with the problems of 
·_..,: ....... ~--';,.·.,. 
unemployment resulting from automation and technological changes and 
other types of persistent unemployment. 111 
After eleven years with the MDTA, the_Congress an~ the admin-
istrators of the Act had concluded that the Act was not really meeting 
the objectives of providing the best and most effective services to 
those needing training. Therefore, in 1973 President Nixon signed the 
Comprehensive Employment Training Act which decentralized the decision-
making process of choosing the clients to be trained. The basic clients 
were the same, but with MDTA, all the major decisions were made in 
Washington, D.C.; and CETA provided for a prime sponsor within the state 
to make these decisio~s. 2 
When the Manpower Development and Training Act was first en-
acted, it was thought that it would solve all the employment and poverty 
111 Manpower Traini_ng Act," School Life, April, 1962, p. 29. 
2Howard Rosen, "Recent Manpower Legislation and Programs: 
Implications for Research and Development," ·(Occasional paper No. 7, 
Ohio State University Center for Vocational and Technical Education), 
p. 1. 
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problems in the United States. Even though it has not solved all these 
problems, it has helped to decrease the percentage of unemployed persons 
by training disadvantaged adults and providing them with a skill for 
entry-level positions. 
The prime sponsor for the program at the Rowan County Area 
Vocational Education Center is the Eastern Kentucky Concentrated Employ-
ment Program (EKCEP). The local team is in Olive Hill, Kentucky. 
The clerk-stenographer program at Rowan County A.V.E.C. consists 
of 1,320 hours of stenography-related courses. The training includes 
shorthand, typewriting, mathematics, business communications (including 
a complete review of basic grammar), business machines, recordkeeping, 
and various secretarial procedures including units on filing, using the 
telephone, and processing the mail. 
Statement of the Problem 
The problem of this study was to determine the current employ-
ment status of 1971-1976 MDTA/CETA clerk-stenographer graduates of Rowan 
County Area Vocational Education Center and to determine whether the 
clerk-stenographer program at Rowan County A.V.E.C. is relevant to the 
positions the graduates are now filling. Special consideration was 
given to the following questions: 
1. Are the graduates employed? 
2. How do the clerk-stenographer graduates evaluate the train-
ing they received at Rowan County A.V.E.C.? 
3. How did the clerk-stenographer graduates obtain their 
present positions? 
4. How do the skills required for their present jobs compare 
with the skills that were required in their training program? 
5. What courses do the clerk-stenographer graduates believe 
should be added to the program? 
Purpose of the Study 
3 
The purpose of this study was to provide data which could be 
used to evaluate the effectiveness of the MDTA/CETA clerk-stenographer 
program at Rowan County A.V.E.C. This information could also be used to 
determine any improvements which need to be made in the training pro-
gram. 
Limitations of the Study 
1. The study was limited to the researcher's abil it}'. to prepare 
a questionnaire and the ability of the graduates to interpret and to 
respond to the questions. 
2. The study was limited by the ability of the researcher to 
interpret ,and to analyze the answers to the questions. / 
Delimitations of the Study 
1. This study was delimited to 1971-1976 graduates of Rowan 
County A.V.E.C. 
2. Only the MDTA/CETA clerk-stenographer graduates were sur-
veyed. 
Definition of Terms 
I The following definitions are given to aid the reader in under-
standing the terms used in this study: 
Clerk-stenographer is a person who takes dictation in shorthand 
for correspondence, reports, and other matter, and transcribes it by 
using the typewriter. This person also performs a variety of clerical 
duties. 3 
CETA is the Comprehensive Employment Training Act of 1973. 
MDTA is the Manpower Development and Training Act of 1963. 
EKCEP is the Eastern Kentucky Concentrated Employment Program. 
311 Clerical and Sales Occupations," Dictionary of Occupational 
Titles, p. 692. 
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Chapter 2 
REVIEW OF RELATED LITERATURE 
Many follow-up studies have been conducted to determine the 
effectiveness of business education programs. Studies pertaining to 
vocational business education programs have been reviewed in this study. 
Relevant articles in periodicals and unpublished masters' theses have 
also been reviewed. 
The Burkett Study4 
The purpose of .this study was to establish a basis for improving 
the secretarial and general clerical programs in vocational schools in 
Kentucky. Businessmen, .. graduates, and teachers were contacted by ques-
tionnaires and thro_ugh personal interviews. 
Some of the conclusions and recommendations were the following·: 
(1) Teachers do not.know the duties and responsibilities of the office 
workers in the offi.ces in which their graduates.are being employed. 
Therefore, they should find out what they do need to teach and make 
improvements accordingly. (2) The graduates were not adequately pre-
pared in typing from handwritten material and in proofreading. These 
areas of weakness should be taken into consideration in order to give 
the students the preparation they need. (3) The graduates are not 
..r 
prepared to work with others in the office environment. (4) The time, 
4Rupert Dean Burkett, "The Business and Office Programs in the 
Vocational Schools of Kentucky: An Appraisal," (unpublished Doctor's 
thesis, University of Kentucky, 1971). 
5 
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effort, and expense devoted to shorthand are not justified for all stu-
dents. Many do not use shorthand on the job. It is either not a 
requirement of the office, or the graduate is not qualified enough to 
use it. Teachers should determine the need for shorthand in the offices 
where their students will be employed. (5) The graduates are weak in 
the application of office machines skills. 
The Fitzpatrick Study5 
The problem of this study was to determine the current status of 
the stenographic-secretarial graduates of Hazard State Vocational-
Technical School, ·Hazard, Kentucky. Some important conclusions were: 
(1) Typewriting is the subject with the greatest value for use on the 
job. Sixty-six percent said it was the most important subject while 77 
percent said it was essential. (2) In most office positions obtained 
by the graduates, shorthand is not required. (3) The school is pre-
paring graduates adequately for employment. (4) Most students did not 
want additional education. 
The Utah Study6 
The purpose of this study was to determine the effectiveness of 
selected Manpower Development Training programs in the schools and 
institutions of higher learning in Utah. Some of the conclusions were: 
(1) Based on the graduates employed, the MOTA programs were successful 
5sara Ann Fitzpatrick, "A Follow-Up Study of the Stenographic-
Secretarial Graduates of Hazard State Vocational-Technical School, 1973-
1975," (unpublished research study, Morehead State University, 1976). 
6utah Research Coordinating Unit for Vocational and Technical 
Education, "Follow-Up of Selected MOTA Programs," U. S., Educational 
Resources Information Center, ERIC Documents ED048504, 1970. 
in training the graduates for entry-level jobs. (2) Graduates are 
apprehensive about returning questionnaires. (3) The length of the 
program was considered to be adequate. If any change in the length of 
the program were to be made, it would be extended. (4) Neither the 
training institution nor the Employment Security Office is very effec-
tive in job placement. 
The Stallard Study? 
The purpose of this study was to create an evaluation model to 
be used to evaluate the effectiveness of Appalachian MDTA clerk-
stenographer programs. Four components were considered: objectives, 
trainees, trainee evaluation, and employer evaluation . 
7 
. Some important conclusions were: (1) The objectives which were 
stated in the MDT Act are being met. Thirty-six percent of the trainees 
were below the poverty level; and as a result of their training, the 
graduates were raised to a higher level of productivity. (2) The 
objectives are consistent. (3) The program attained success. Sixty-
two percent found employment in the occupation trained for; 20 percent, 
in related occupations. (4) The components of the model used in this 
study are adequate for determining the effectiveness of the MDTA clerk-
stenographer program. 
7John J. Stallard, "A Model for the Evaluation of the MDTA Skill 
Center Cl erk-Stenographer Program for Appa 1 a chi a," De.lta Pi Epsi 1 on, 
XVII, (February, 1974), pp. 34-48. 
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The Chaffin Study8 
This study was a follow-up of the graduates of the Greenup 
County Vocational Center in South Shore, Kentucky. It was conducted to 
determine why the students enrolled in the business program, determine 
their present employment status, and determine how the training related 
to their present job. Some of the findings were: (1) Students enrolled 
in the business program to secure a background for further education and 
to obtain skills to be used upon graduation. (2) Most courses were 
considered to be adequately instructed. Office practice/office machines 
was one which was not. (3) Keypunch instruction was rated as inade-
quate. (4) Those who are unemployed do not desire to be employed. 
The Mukomela Study9 
This follow-up study of the first MOTA clerk-stenographer class 
at the University of North -Dakota surveyed the graduates and their 
employers to reveal the strengths and weaknesses of the program. Some 
of the findings were: (i) Two-thirds were unemployed before the pro-
gram, and seven-eighths were employed after the program. (2) Salaries 
increased 225 percent. (3) The most frequent duties were answering the 
telephone and handling the mail. (4) The graduates were rated highly 
by their employers in personal appearance, enthusiasm, cooperation, and 
attendance. (5) Accounting and shorthand are rarely used. (6) Business 
8
catherine M. Chaffin, "A Follow-Up Study of the Employment 
Status of the Two-Year Business and Office Graduates of the Greenup 
County Vocational Center," (unpublished Master's thesis, Morehead State 
University, 1973). 
9Kenneth D. Mukomela, "A Follow-Up Study of the First MOTA 
Cl erk-Stenographer Graduates at the University of North Dakota," 
National Business Education Quarterly, XXXVI (Fall, 1967), 48-49. 
9 
English should be emphasized more. (7) A cooperative work experience 
program should be added. (8) Remedial help is needed in arithmetic and 
English. 
The Cook StudylO 
This was a follow-up study of the business students for the 
years 1964 through 1966 of Waukesha Vocational, Technical, and Adult 
School, Waukesha, Wisconsin. It was conducted to help in updating the 
curriculum and to. obtain approval to issue a two-year associate degree 
in business administration. Employers and graduates were surveyed. 
Some of the findings were: (1) Twenty-seven employers prefer that 
their employees have some preparation beyond high school. (2) Re-
spondents listed poor background in related subjects as the major 
weakness. (3) Thirty-five graduates reported that a high school diploma 
would not have been sufficient to obtain their present positions. (4) 
Twenty-seven graduates reported that chances for advancement were good. 
The Germer Study11 
This study was conducted to determine the effectiveness of the 
MDTA programs at Nicolet College and Technical Institute, Rhinelander, 
Wisconsin. Some of the conclusions were: (1) Graduates had the most 
difficulty with arithmetic on employment tests. (2) Typewriting, 
10Gene F. Cook, "A Follow-Up Study of Business Students for the 
Years 1964 Through 1966 of Waukesha Vocational, Technical, and Adult 
School, Waukesha, Wisconsin," National Business Education Quarterly, 
XXXVI (Fall, 1967), 17. 
11Robert ~J. Germer, "A Follow-Up Study of the 1967, 1968, and 
1969 MDTA Clerk-Stenographer Programs at Nicolet College and Technical 
Institute," (unpublished research study, University of Wisconsin at Eau 
Claire, 1972). 
business communications, and business machines were the most important 
courses in the programs and should have more emphasis in the programs. 
(3) Typewriting is the skill which is used most. 
10 
Chapter 3 
PROCEDURES 
The problem of this study was to determine the current employ-
ment status of 1971-1976 MDTA/CETA clerk-stenographer graduates of Rowan 
County Area Vocational Education Center and to determine whether the 
clerk-stenographer program at Rowan County A.V.E.C. is relevant to the 
positions the graduates are now filling. Special consideration was 
given to the following questions: 
1. Are the graduates employed? 
2. How do the clerk-stenographer graduates evaluate the training 
they received at Rowan County A.V.E.C.? 
3. How did the clerk-stenographer graduates obtain their present 
positions? 
4. How do the skills required for their present jobs compare 
with the skills that were required in their training program? 
5. What courses do the clerk-stenographer graduates believe 
should be added to the program? 
Review of Literature 
A search was made for related literature at the Johnson Camden 
Library. Sources. included Educational Resources Information Center: 
(ERIC) documents, the card catalog, and periodicals. 
Population 
The population of this study was the 1971 to 1976 graduates of 
the MDTA/CETA clerk-stenographer program at Rowan County A.V.E.C. At 
11 
12 
the time of this study, there were 120 graduates of the program. These 
graduates had never been surveyed in regard to their evaluation of the 
program. 
Developing the Questionnaire 
Questionnaires in related studies were used as a basis for the 
development of the one used in this study. These related questionnaires 
were reviewed and critiqued to determine if similar questions could be 
used. 
A sample of this questionnaire was then duplicated and distrib-
uted to selected faculty members in the Business Education Department at 
Morehead State University for their comments and criticisms. 
A rev-ision of the questionnaire was then pilot-tested by the 
members of the current CETA clerk-stenographer class at the Rowan County 
A.V.E.C. to determine if the instructions were clear and if the questions 
used would yield the desired responses. 
The questionnaire was again distributed to selected faculty mem-
bers in the Business Education Department at Morehead State University 
for any final revisions. 
A final questionnaire (Appendix A, page 35) was devised based 
upon the comments of the faculty members. This last revision was printed 
by the business department of the Rowan County A.V.E.C. 
Mailing the Questionnaire 
The questionnaire and a cover letter (Appendix B, page 39) were 
mailed to the 120 participants in this study along with a stamped return 
envelope on November 15, 1976. Forty-one graduates, or 55.41 percent of 
the total, responded to the first mailing, and twelve questionnaires 
13 
were returned because of no forwarding address. On November 19, 1976, 
after a period of two weeks, follow-up letters (Appendix C, page 41) 
were sent to the remaining 67 who had not replied to the inquiry. Of 
these 67,- twenty, or 27.03 percent, answered. A third mailing was com-
pleted on December 13, 1976, after a period of two weeks. A question-
naire, a revised cover letter (Appendix D, page 43), and the original 
letter were sent to those 47 who had not yet responded. Thirteen, or 
17.56 percent, returned the completed questionnaire. 
Altogether, 74 of the 120 graduates completed and returned the 
questionnaire. Fifteen letters were returned marked "address unknown." 
Of the 105 graduates who received the questionnaire, 74, or 70 percent, 
responded. 
• 
Analyzing Data 
Data received from the questionnaires were grouped into two 
sections: (1) Employment Status, and (2) Program Evaluation. 
The percentage method of statistical analysis was used to com-
pare data and to present this data in usable table form. 
Chapter 4 
FINDINGS 
The problem of this study was to do a follow-up of the 1971-1976 
graduates of the MDTA/CETA clerk-stenographer programs at Rowan County 
A.V.E.C. Questionnaires were used to obtain the data. 
Data received from the clerk-stenographer graduates are pre-
sented in this chapter. The responses are divided into two sections: 
(1) Employment Status, and (2) Program Evaluation. 
Employment Status 
This section was to determine if the graduates are employed, 
what type of position they have, how they obtained the position, and how 
relevant the training they received at Rowan County A.V.E.C. is to their 
current position. 
Employment Status 
As indicated in Table 1, 52, or 70.27 percent, of the graduates 
who responded are employed; 22, or 29.73 percent, are unemployed. 
Reasons for Not Seeking Employment 
If the graduates answered "No" to the first question, they were 
instructed to disclose the reason for their unemployment status. (See 
Table 2.) One person, or 4.55 percent, indicated that she lacked skills 
or qualifications. Eight persons, or 36.36 percent, indicated that 
there no jobs in their geographic area. Three persons, or 13.63 
14 
Table 1 
Employment Status of 1971-1976 MDTA/CETA Clerk-
Stenographer Graduates of Rowan County 
Employment Status 
Currently employed 
Unemployed 
Total 
Area Vocational Education Center 
Number 
52 
22 
74 
15 
Percent 
70.27 
29.73 
100.00 
percent, revealed that they were not interested in the positions avail-
able. One person, or 4.55 percent, revealed that she was enrolled in an 
educational institution; and n,ine persons, or 40.91 percent, indicated 
that they had other reasons than the ones listed for being unemployed. 
Some of the other reasons were: ( 1) got married and had no desire to 
work; (2) had a baby; (3) had a child to take care of; (4) is an 
owner-manager of a restaurant; and (5) was hurt in an accident and not 
able to work at the present time. 
Table 2 
Why 1971-1976 MDTA/CETA Clerk-Stenographer 
Graduates are Unemployed 
Reasons for Unemployment 
Lack skills or qualifications 
No jobs available in geographic area 
Not interested in jobs available 
Enrolled in an educational institution 
Other 
Total 
Number 
1 
8 
3 
1 
9 
22 
Percent 
4.55 
36.36 
13.63 
4.55 
40.91 
100.00 
16 
Types of Positions Held 
This question required the graduates to indicate the title of 
their present position.. They had five titles from which to choose. 
They were: clerk, rec:ep-i:fonist, secretary, stenographer, and typist. 
The data received from this question are presented in Table 3. It shows 
that three, or 5.77 percent, were employed as clerk .. Twenty-three, or 
44.23 percent, as secretary; five, or 9.61 percent, as stenographer; 
two, or 3.85 percent, as typist; and no one indicated that they had the 
title of receptionist. Nineteen, or 36.54 percent; revealed that they 
had titles other than the ones listed. The other titles were: admin-
istrative secretary, assembly line worker, assistant supervisor, book-
keeper, factory worker, laborer, legal secretary, registered nurse, 
- senior clerk-stenographer, senior clerk~typist, store manager, super-
vising senior secretary, teacher's aide, telephone operator, and waitress. 
Table 3 
Types of Positions Held by 1971-1976 MDTA/CETA Graduates 
Positions Number Percent 
Clerk 3 5.77 
Receptionist 
Secretary 23 44.23 
Stenographer 5 9.61 
Typist 2 3.85 
Other 19 36.54 
Total · 52 100. 00 
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How Graduates Obtained Positions 
The graduates were asked to disclose how they obtained their 
present position. Table 4 shows the data received. The EKCEP ~ob 
development team and.state employment agency each had ten responses, or 
19.23 percent, as a method of obtaining their present ·positions. Eight, 
or 15.38 percent, indicated that their parents or relatives helped; one, 
or 1.92 percent, the private employment agency; and two, or 3.85 per-
' 
cent, used the want ads to obtain their jobs. Nineteen, or 36.54 
percent, disclosed other·methods than the ones listed. These consisted 
of (1) promotion, (2) application, (3) state merit system, (4) 
friends' help, (5) personal contact, (6) being approached by the 
company, and (7). the help of the instructor and the coordinator at 
school. Two graduates, or 3.85 percent, did not answer this question. 
Table 4 
How the 1971-1976 MDTA/CETA·Graduates Obtained 
Their Present Positions 
Method Number 
EKCEP job development team 10 
Parents or relatives helping 8 
Private employment agency 1 
State employment agency 10 
Want ads 2 
Other 19 
No response 2 
Total 52 
Percent 
19.23 
15.38 
1. 92 
19.23 
3.85 
36.54 
3.85 
100.00 
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Gross Weekly Pay 
The graduates were asked to report on their current gross weekly 
pay. There were no graduates who disclosed receiving less than $50. 
Four, or 7.69 percent, reported receiving between $51 and $75; ten, or 
19.23 percent, $76-$100; sixteen, or 30.77 percent, $101~$125; 13, or 25 
percent, $126-$150; four, or 7.69 percent, $151-$175; and three, or 5.77 
percent, $176 or more. Two, or 3.85 percent, did not answer this ques-
tion. The data are shown in the table below. 
Gross Weekly Pay 
Under $50 
$51-$75 
$76-$100 
$101-$125 
$126-$150 
$151-$175 
$176 or more 
No response 
Table 5 
Gross Pay Per Week of 1971-1976 MDTA/CETA 
Graduates on Present Job 
Number 
4 
10 
16 
13 
4 
3 
2 
Total 52 
Comparison of Typewriting Requirements 
Percent 
7.69 
19.23 
30.77 
25.00 
7.69 
5.77 
3.85 
100.00 
Table 6 shows the data received comparing on-the-job typewriting 
requirements with school requirements. Seven persons, or 13.46 percent, 
disclosed that the job requirements were higher than those at school. 
Twenty-three persons, or 44.23 percent, reported the same requirements; 
19 
and ten, or 19.23 percent, reported that the job requirements were lower 
than those at school. Twelve persons, or 23.08 percent, did not respond 
to this question. 
Table 6 
Comparison of 0n-the~Job Typewriting Requirements 
with School Typewriting Requirements 
Typewriting Requirements Number 
Higher than school 7 
Same as school 23 
Lower than school 10. 
No response 12 
Total 52 
·Comparison of Shorthand Requirements 
Percent 
13.46 
44.23 
19.23 
23.08 
100.00 
Table 7 shows the data received comparing on-the-job shorthand 
requirements with school requirements. Three persons, or 5.77 percent, 
reported that the job requirements were hi.gher than those at school. 
Nine, or 17.31 percent, said the requ.irements were the same. Eight, or 
15.38 percent, said requirements .were lower. Thirty-two, or 61.54 per-
cent, did not respond. 
Table 7 
Comparison of On-the-Job Shorthand Requirements 
with School Shorthand Requirements 
Shorthand Requirements Number 
Higher than school 3 
Same as school 9 
Lower than school 8 
No response 32 
Total 52 
Number of Employer Changes 
20 
Percent 
5.77 
17.31 
15.38 
61.54 
100.00 
The graduates were asked how many times they had changed employers 
since graduation. Twenty-five, or 48.08 percent, reported they had not 
changed employers; twelve, or 23.08 percent, had changed once; nine, or 
17.31 percent, had changed twice; five, or 9.61 percent, had changed 
three or more times. One person, or 1.92 percent, did not respond. 
(See Table 8.) 
Table 8 
Number of Times 1971-1976 MDTA/CETA Graduates 
Have Changed Employers Since Graduation 
Employer Changes Number 
None 25 
One 12 
Two 9 
Three or more 5 
No response 1 
Total 52 
Percent 
48.08 
23.08 
17.31 
9.61 
1.92 
100.00 
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Use of Specific Subjects 
The graduates were also asked the extent they used subjects 
taught at Rowan County A.V.E.C. These data are shown in Table 9. · 
Secretarial Procedures. Thirty-three, or 63.46 percent, of the 
graduates utilize secretarial procedures frequently; ten, or 19.23 
percent, occasionally; and seven, or 13. 46 percent, never. 
Typewriting. Thirty-two, or 61.54 percent, use typewriting 
frequently; 11, or 21.15 percent, occasionally; and seven, or 13. 46 
percent, never. This finding follows closely a finding of Fitzpatrick12 
. 
in reference to use of typewriting skills. 
Business Communications. Thirty-one, or 59.62 percent, said 
that they apply business communications skills frequently; 14, or 26.92 
percent, occasionally; and five, or 9.61 percent, said they never use 
business communications. 
Mathematics. Twenty-nine, or 55.77 percent, disclosed that they 
utilize mathematics frequently; 14, or 26.92 percent, occasionally; and 
seven, or 13.46 percent, said never. 
Office Machines. Twenty-nine, or 55.77 percent, use office 
machines frequently; 14, or 26.92 percent, occasionally; and seven, or 
13.46, never operate office machines. 
Recordkeeping. Twenty-one, or 40.3B percent, use recordkeeping 
frequently; 12, or 23.08 percent, occasionally; and 17, or 32.69 per-
cent, never. 
Shorthand. Eight, or 15.38 percent, employ shorthand skills 
frequently; 12, or 23.08 percent, occasionally; and 30, or 57.69 
12sara Ann Fitzpatrick, p. 36. 
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percent, never utilize their shorthand skills. This finding substan-
tiates the findings of Burkett13 and Mukomelal4 in reference to rarely 
used shorthand skills. 
Table 9 
The Extent That the 1971-1976 MDTA/CETA Graduates Use 
Specific Subjects Which They Studied at R_._C.A.V.E.C. 
Degree of Use 
Subjects Frequently Occasionally 
I 
No. % No. % No. 
Business Communications 31 59.62 14 26.92 5 
Mathematics 29 55.77 14 26.92 7 
Office Machines 29 55.77 14 26.92 7 
Record keeping 21 40.38 12 23.08 17 
Secretarial Procedures 33 63 .. 46 10 19.23 7 
Shorthand 8 15.38 12 23 .. 08 30 
Typewriting 32 61. 54 11 21.15 7 
Program Evaluation 
General Eva l ua ti on 
Never 
% 
9.61 
13.46 
13.46 
32.69 
13.46 
57.69 
13.46 
The graduates were asked to evaluate several aspects of the 
training program. The data received are shown in Table 10. 
Physical Condition of Equipment. The physical condition of 
equipment was considered by 50, or 67.57 percent, as superior; 19, or 
25.68 percent, as average; and one, or 1.35 percent, as poor. 
13Rupert Dean Burkett, p. 33. 
14Kenneth D. Mukomela, p. 48. 
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Condition of School. Forty-nine, or 66.22 percent, of the 
graduates considered the physical condition of the school as superior; 
23, or 31.08 percent, as average; and no one said the physical condition 
of the school was poor. 
Instructional Materials and Aids. Forty-four graduates, or 
59.46 percent, rated instructional materials and aids as superior. 
Twenty-eight, or 37.84 percent, rated them as average, and no one rated 
them as poor. 
Teacher Interest. The teacher interest in students was rated as 
superior by 40, or 54.05 percent; 31, or 41.89 percent, as average; and 
seven, or 9.46 percent, as poor. 
Quality of Training. Thirty-eight, or 51.35 percent, regarded 
the quality of training as superior; 32, or 43.24 percent, average; and 
only two, or 2.70 percent, as poor. 
Program Reputation. The program's reputation in the community 
was considered superior by 32, or 43.24 percent, of the graduates; 35, 
or 47.30 percent, as average; and three, or 4.05 percent, as poor. 
Practical Application of Training. Thirty, or 40.54 percent, of 
the graduates .reported the practical application of the training to the 
job as superior; 39, or 52.70 percent, as average; and three, or 4.05 
percent, as poor. 
Job Interview Preparation. The preparation for job interview 
was rated as superior by 28, or 37.84 percent; 36, or 48.65 percent, as 
average; and eight, or 10.81 percent, as poor. 
Student Counseling. Twenty-three, or 31.08 percent, rated stu-
dent counseling as superior; 43, or 58.11 percent, as average; and six, 
or 8.11 percent, as poor. 
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Job Placement. Job placement was listed as. superior by 18, or 
24.32 percent of the graduates. Thirty-three, or 44.59 percent, said 
the job placement was average; and 19, or 25.68 percent, said it was 
poor. 
Attitude of Instructors 
The graduates were to indicate whether they agreed with state-
ments concerning the attitudes of instructors of the MDTA/CETA program 
at Rowan County A.V.E.C. Data. received are shown in Table 11. 
Instructor Concern. Regarding the statement that the instruc-
tors showed concern on a personal basis, 47, or 63.51 percent, agreed; 
18, or 24.32 percent, were neutral; and eight, or 10.81 percent, 
disagreed. 
Career .Interest. Fifty-two, or 70.2-7 percent, agreed that the 
instructors increased the students~ interest in a business career; 15, 
or'20.27 percent, were neutral; and stx, or 8.11 percent, disagreed with 
this statement. 
Extra Time. Seventeen, or 22.97 percent, agreed that the instruc-
tors were willing to spen9 extra time with the students; 16, or 21.62 
percent, were neutral; and ten, or 13.51 percent, disagreed. 
Table 10 
Evaluation of MDTA/CETA Training Project 
---Superior .. Aveq1ge 
Items Evaluated 
No. % No. % 
Instructional materials and aids 44 59.46 28 37.84 
Job placement 18 24.32 33 44.59 
Physical condition of equipment 50 67.57 19 25.68 
Physical condition of school 49 66.22 23 31.08 
Practical application of training to job 30 40.54 39 52.70 
Preparation for job interview 28 37.84 36 48.65 
Quality of training 38 51.35 32 43.24 
Reputation in community 32 43.24 35 47.30 
Student counseling 23 31.08 43 58.11 
Teacher interest in students 40 54.05 31 41,89 
Poor 
No. 
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1 
3 
8 
2 
3 
6 
7 
% 
25.68 
1.35 
4.05 
10.81 
2.70 
4.05 
8.11 
9.46 
N 
"' 
Table 11 
Opinions of 1971-1976 MDTA/CETA Graduates 
Concerning the Attitude of Instructors 
at Rowan County A.V.E.C. 
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Agree Neutral Disagree 
Response 
No. % No. % No. % 
Instructor showed concern on 
a personal basis 47 63.51 18 24.32 8 10.81 
Increased interest in a 
business career 52 70.27 15 20.27 6 8.11 
Were willing to spend extra 
time with me 17 22.97 16 21.62 10 13.51 
Additional Courses 
The graduates were asked to indicate whether they believed cer-
tain subjects should be added to the clerk-stenographer curriculum. The 
data received are shown in Table 12. 
Cooperative Experience. Sixty-one, or 82.43 percent, believed 
that the program should include cooperative (on-the-job) experience. 
This finding substantiates a finding of Mukomela15 in reference to 
adding this course to the curriculum. 
Accounting. Forty-nine, or 66.22 percent, indicated that 
accounting should be incorporated in the program. 
Simulated Office. Forty-two, or 56.76 percent, believed simu-
lated office should be added. 
Machine Shorthand. Thirty-nine, or 52.70 percent, believed that 
machine shorthand should be implemented in tlie curriculum. 
15Kenneth D. Mukomela, p. 48-49. 
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Data Processing. Thirty~seven, or 50 percent, believed data 
process.i ng should be added. 
Introduction to Business. Thirty-six, or 48.65 percent, indi-
cated that introduction to business should be considered for the pro-
gram. 
Business Law. Twenty-seven, or 36.49 percent, believed that 
business law should be included. 
Table 12 
Additional Courses That 1971-1976 Graduates of 
MDTA/CETA Clerk-Stenographer Project Desire 
Courses 
Accounting 
Business Law 
Data Processing 
Introduction to Business 
Machine Shorthand 
Simulated Office 
Cooperative (on-the-job) experience 
Number 
49 
27 
37 
36 
39 
42 
61 
Graduates' Comments and Recommendations 
Percent 
66.22 
36.49 
50.00 
48.65 
52.70 
56.76 
82.43 
The graduates were given the opportunity to make comments and 
recommendations .. The following are some of those statements. 
1. The training· that I received at Rowan County A.V.E.C. was 
very helpful in every department I have worked. 
2. I am very proud of the MDTA/CETA clerk-stenographer class. I 
feel it is a very worthwhile program. 
3. Although I am not working at this time, I have had several 
excellent jobs since my training. 
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4. I feel that I would not have been as good at my job as I am, 
if not for this program. It is a very good program. I am .very grateful 
that I had a chance to take the course. I think anyone who took it 
would be better qualified for a job. 
5 .. I feel that more should be done at the EKCEP office to help 
find jobs for the students so they do not have to leave Eastern Kentucky 
to find jobs after the state and federal .governments·have trained them 
for jobs in Kentucky. 'I had to leave Kentucky to get the experience in 
the position of clerk-typist before I could return to this area. 
6. I have only.been at my P.resent job for one week. The job I 
had before this was three years ago at the Cooperative Extension office. 
I used all the skills I ,learned in your program while at that job. The 
reason I took a factory job was there are no secretary jobs open at this 
time. 
7. Even though I don't use shorthand, when I was interviewed 
for the job I now have, the interviewer was very much impressed. So I 
think this helped in getting the job. 
Chapter 5 
SUMMARY., CONCLUSIONS, AND RECOMMENDATIONS 
The problem of this study was to determine the current employ-
ment status of 1971-1976 MDTA/CETA clerk-stenographer graduates of Rowan 
County Area Vocational Education Center and to determine whether the 
clerk-stenographer program at Rowan County A.V.E.C. is relevant to the 
positions the graduates are now filling. Special consideration was 
given to the following questions: 
1. Are the graduates employed? 
2. How do the clerk-stenographer graduates evaluate the train-
ing they received at Rowan County A.V.E.C.? 
3. How did the clerk-stenographer graduates obtain their 
present positions? 
4. How do the skills required for their present jobs compare 
with the skills that were required in their training program? 
5. What courses do the clerk-stenographer graduates believe 
should be added to the program? 
Summary 
An analysis of the data received revealed the following con-
cerning the 1971-1976 MDTA/CETA clerk-stenographer graduates of Rowan 
County A.V.E.C.: 
1. Fifty-two, or 70.27 percent, of the graduates responding are 
currently employed. 
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2. Eight, or 36.36 percent, of the unemployed graduates re-
ported that the reason for their unemployment was that there were no 
jobs in their geographic area. 
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3. Twenty-three, or 44.23 percent, of responding graduates are 
employed as secretaries. A variety of other titles are represented 
al so. 
4. The students obtained their present positions through vari-
ous methods. Only a small percentage, 19.23 percent, had the help of an 
EKCEP job development team in obtaining their current position. 
5. Sixteen graduates, or 30.77 percent, are receiving between 
$101 and $125 as their gross weekly pay. Three graduates, or 5. 77 
percent, have a weekly gross income of $176 or more. No one reported 
receiving less than $50 a week. 
6. The typewriting requirements for the.ir jobs are the same as 
the school's requirements for 44.23 percent of the graduates. 
7. Thirty-two, or 61.54 percent, of the graduates have a job 
which does not require shorthand. 
8. Twenty-five, or 48.08 percent, of the responding graduates 
have not changed employers since they .graduated. Twelve, or 23.08 
percent, have changed only once. 
9. Secretarial procedures, typewriting, and business communi-
cations are used most frequently on the job with the respective percents 
of 63.46, 61.54, and 59.62. 
10. In a general evaluation of the program, the majority of 
graduates rated the following as superior: (1) physical condition of 
31 
equipment, 67.57 percent; (2) physical condition of school, 66.22 per-
cent; (3) intructional materials and aids, 59.46 percent; (4) teacher 
interest in students, 41.89 percent; and (5) quality of training, 51.35 
percent. 
11. Regarding.the opinions of the graduates concerning the 
attitude of the instructors, 52, or 70.27 percent, replied that the 
instructors increased their interest in a business career. 
12. Sixty~one, or 82.43 percent, believed that cooperative 
education should be added to the curriculum. The other courses and 
their respective percentages are: accounting, 66.22 percent; simulated 
office, 56.76 percent; machine shorthand, 52.70 percent; data pro-
cessing, 50.00 percent; introduction to business, 48.65 percent; and 
business law, 36.49 percent. 
Canel us ions 
Based upon the findings obtained in this study, the following 
conclusions are drawn: 
1. The MDTA/CETA program is successful in preparing graduates 
for positions. The typewriting requirements for the clerk-stenographer 
program are adequate. It appears that too much emphasis is being placed 
on shorthand since it is not being used in the majority of cases. These 
courses should be added. to the curriculum: (1) cooperative experience, 
(2) accounting, (3) simulated office, (4) machine shorthand, (5) data 
processing, (6) introduction to business, and (7) business law. 
2. The EKCEP job development teams in the various sections of 
Kentucky are not very effective i~ job placement. One reason may be 
that the graduates do not want to move from their respective geographic 
areas in order to find employment. 
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Recommendations 
The following recommendations are made concerning improvements 
in the MDTA/CETA clerk-stenographer program: 
1. More effective job placement procedures shou·ld be developed 
by the EKCEP job development teams. 
2. Less emphasis should be·placed on shorthand. 
3. More emphasis should be placed on typewriting, business 
communications, and secretarial procedures. 
4. These additional courses should be considered for the pro-
gram: (1) cooperative experience, (2) accounting, (3) simulated 
office, (4) machine shorthand, (5) data processing, (6) introduction 
to business, and (7) business law. 
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QUESTIONNAIRE 
Section !--Employment Status 
Please indicate your response by circling the appropriate number. 
1. Are you currently employed? 
1. Yes 
2. No 
2. If you are not presently employed, why? 
1. Lack skills or qualifications needed 
2. No .job available in my geographic area 
3. Not interested in .the jobs available 
4. Enrolled in an educational institution 
5. Other (explain) __________________ _ 
*****IF YOU ANSWERED NO TO NUMBER ONE, PLEASE GO TO SECTION II***** 
EVERYONE ELSE, PLEASE COMPLETE THE ENTIRE QUESTIONNAIRE 
3. What type of position do you have? 
1. Cl erk 
2. Receptionist 
3. Secretary 
4. Stenographer 
5. Typist 
6. Other (specify), _________________ _ 
4. How did you obtain your present position? 
1. EKCEP job development team 
2. Parents or relatives helping 
3. Private employment agency 
4. State employment agency 
5. Want ads 
6. Other (explain) __________________ _ 
5. What is your gross pay (before deductions)? 
1. Under $50 per week 
2. $51-$75 per week 
3. $76~$100 per week 
4. $101-$125 per week 
5. $126-$150 per week 
6. $151-$175 per week 
7. $176 or more per week 
6. If your present position requires typing, how do the typing speed 
requirements compare with standards of the typewriting class at 
Rowan County A.V.E.C.? 
1. Higher 
2. Same 
3. Lower 
36 
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7. If your present position requires shorthand, how do the shorthand 
speed requirements compare with the standards of the shorthand 
class at Rowan County A.V.E.C.? 
1. Higher 
2. Same 
3. Lower 
8. How many times have you changed employers since graduation? 
1. None 
2. One 
3. Two 
4. Three or more 
9. Please circle the word in the column which indicates your use of 
the following subjects on·your present job: 
Business Communications Frequently Occasionally Never 
Mathematics Frequently Occasionally Never 
Office Machines Frequently Occasionally Never 
Recordkeepi ng. Frequently Occasionally Never 
Secreta.ri al Procedures Frequently Occasionally Never 
Shorthand Frequently Occasionally Never 
Typewriting Frequently Occasionally Never 
10. Rank the following courses in the order which you believe they 
helped to prepare you for your present job. The course considered 
the most important should be ranked six (6) while the least 
important course should be ranked one (1). Please rank each course 
only once. 
Course Rank Order 
Business. Communications 6 5 4 3 2 1 
Office Machines 6 5 4 3 2 1 
Record keeping 6 5 4 3 2 1 
Secretarial Procedures 6 5 4 3 2 1 
Shorthand 6 5 4 3 2 1 
Typewr.i ting 6 5 4 3 2 1 
Section II--Program Evaluation 
11. Please rate your MDTA/CETA training project on the items listed 
below by circling the appropriate response .. 
Instructional materials.and aids 
Job placement 
Physical condition of equipment 
Physical condition of school 
Practical application of 
training to job 
Preparation for job interview 
Quality of training 
Reputation in community 
Student counseling 
Teacher interest in students 
Superior 
Superior 
Superior 
Superior 
Superior 
Superior 
Superior 
Superior 
Superior 
Superior 
Average 
Average 
Average 
Average 
Average 
Average 
Average 
Average 
Average 
Average 
Poor 
Poor 
Poor 
Poor 
Poor 
Poor 
Poor 
Poor 
Poor 
Poor 
12. Please circle the appropriate response for each of the following 
i terns: 
The instructor(s) I had while enrolled at Rowan County A.V.E.C.: 
Showed concern for me on a 
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personal basis Agree Neutral Disagree 
. 
Increased my interest in a 
business career Agree Neutral Disagree 
Were willing to spend extra 
time with me Agree Neutral Disagree 
13. Please circle the courses you believe should be included in the 
clerk-stenographer program at Rowan County A.V.E.C. 
1. Accounting 
2. Business Law 
3. Data Processing 
4. Introduction to Business 
5. Machine Shorthand 
6. Simulated Office 
7. Cooperative Education (on-the-job experience) 
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Dear Graduate: 
310R Lyons Avenue 
Morehead, KY 40351 
November 15, 1976 
40 
As an instructor of the MDTA/CETA Clerk-Stenographer Program at Rowan 
County Area Vocational Education Center, I am interested in having you 
evaluate this program. Your evaluation of .the program will be helpful 
in determining strengths and weaknesses. Also, through this follow-up 
study we hope to determine how effective the clerk-stenographer program 
was in preparing you-for employment. 
Your cooperation in completing the enclosed questionnaire will be 
appreciated. Please feel free to make any comments or recommendations 
concerning the MDTA/CETA program .. It is not necessary to sign your name 
to the questionnaire. Please complete and return the questionnaire by 
November 22, 1976. 
An addressed, stamped envelope is attached for your convenience. 
Sincerely yours, 
Joyce Barker 
Enclosures 
APPENDIX C 
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Dear Graduate: 
YOUR HELP IS NEEDED!!! 
310R Lyons Avenue 
Morehead, KY 40351 
November 29, 1976 
42 
A few weeks ago you r~ceived a questionnaire which was sent to graduates 
of the cl erk-steno pr,ogram at the Rowan County Area Vocati'ona l Education 
Center. The returns have been very good; however, your reply has not 
yet been received. 
In order to accurately evaluate the clerk-steno program, we need to hear 
from as many graduates as possible. Will you-please take a few minutes 
now to fill out .the enclosed questionnaire. An addressed envelope is 
enclosed for your convenience. 
Your cooperation and prompt reply will be appreciated. 
Sincerely yours, 
Joyce Barker 
Enclosures 
APPENDIX D 
43 
Dear Graduate: 
PLEASE HELP! ! ! 
310R Lyons Avenue 
Morehead, KY 40351 
December 13, 1976 
44 
As an instructor in the clerk-steno program, I need your help in evalu-
ating the program at the Rowan County Area Vocational Education Center. 
Your evaluation will be useful in determining the effectiveness of this 
program. 
Please take a few minutes to answer the enclosed questionnaire because 
only lQ!!_ can give the information needed to improve the clerk-steno 
program at Rowan County .. 
An addressed stamped envelope is enclosed for your convenience. Your 
cooperation and prompt reply by De~ember 21 will be appreciated. 
Sincerely, 
Joyce Barker 
Enclosures 
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